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PRO0LBM. The parpooe «f this proposal is to rtt forth the mce ® 

MS? to tylfwt decisions stated in attachment € to maeraatet dated 
6 Hay 1953 frt» the AH3/A to the Haasfeasnt Officer. 

POLIcriS. The abcrt-essntloned eencrajadum stated the following policies* 

*, Certain functions now perform* by the & weenger mmem. % Branch 

he transferred to the Travel Section of the Central T rocesctn., 
branch in order to amosplish an efficient aeration awi to eliminate 
the basis for some currant confusion, Specifically > ® ac * > activities 
as coatactin carriers and picking up tickets should be carried e» 
< «yi 4 Awtaaiiy with the function of planning itineraries, 
b. la order to provide unified direction in the performance of the 
processes involved la assiatirv: domestic and overseas travelers and 
their dependents, the Central Processing Branch should he charged 
with the responsibility for all of these operation*. 

&0 fbe Ceataral Processing French should b« «*juipped with a table of 
er gaoiaat ion which reflects this over-all responsibility* 
d. The Chief of Logistics timid be reipensibls for ao w t a a t i n E and ream- 
amiUm %nalifiod technical oaployees for the Travel Section apes 
mu **t irea the Cesfcrtl Processing Branch. Such employees should 
have a Logistics Office career designation and be under the Juris- 
diction of the Carter Service Beard established for tea pieties 

office. . fcilj . _i „i21/ ^ ; : .i 
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Security Information 


e. The Transportation division would be expected to furnish normal tech- 
nical staff assistance, guidance, and advice with respect to the 
performance of technical transportation functions of the Central Pro- 
cessing Branch and to survey the performance of such function® and 
make appropriate recosmendati ons . 

£ . the Chief of Logistics should delegate authority to Central Processing 
Branch to incur expenses in connection with its transportation functions, 
g. Domestic travel should be handled by Central Processing Branch. 
PROCEED. The following procedures will be perfomed fcy CPE and PMB as 


indicatedt 

a. Travel 

(1) £«ploy aes . CPB will interview the traveler, prepare his itinerary, 
make his reservations, secure his tickets, deliver the tickets to 
hi®, and certify the carrier's bill or furnish the Comptroller 
appropriate advice in lieu of certifying the bills. 

(2) Dependents in Headouarters Area . These will be processed bf CPB 
in the same Banner as employees, (1) above, 

(3) Dependents Outside Headquarters ire a. These will be processed 

by CPB through the interview with the employee and by corresponding 
with the dependents. Generally, the same foims and procedures 
presently in use in PKB will be used by CPB for this purpose. 

b. Effects 

(1) unaccompanied Baggage . CPE will brief the traveler, assign an 
identity number for the shipment, and, except where the traveler 
pays cash for shipment of this baggage, complete shipping data 
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ftofto mg send mM farm to Pi®* '##» r#c*ipt of shipping data 

PMS ulll ecaplete ana sml t® CPB a Government B/L If ^ 
niQBNKTi which Hill thoa be tormd over to the traveler. 

HiH sake all arrang®««fcs with carriers for 1 transporting 
basm&* $ Hill follow Up on shipments to seem escpsditious mv®~ 

asst# aim sill certify carrier#’ bill#. 

( 2 > gptig^ |4 # CPS Hill brifcf the traveler# assign an identity mate*? 
for the shipmasters possible hare Vt* traveler Indicate a pre- 
ferred packer Srta a list of partem *iih **«» w has SMH| « 
contracts, select the pastor based on a reasonable distribution 
of bu slas — among th# pesters listed, and prspare a shipping data 
fora which will bo teodlatOy sent to PW. P>® nill tote all 
orraagnsiits for packing# crating, and transportation (including 

1 25X1 

\%ftXl follow ap on thipswBts secure 

eKpsditious arwawst# and will certify carriers* bills. 

O) CPB >rtH brief the traveler and assign an identity 

mnhBT to the shipment, Where possible# CPB ■sill arrange to base 
the traveler deliver bio ear to the port. TP there is- mmi 
reason for having the Agency deliver the ear to the port# n® 
util «**w*®t for such delivery. Ths shipping data fb» will b# 

collated by CM sad sent to ?!©• W® will ««*«§« a11 ?»"*• 

of the car# win arrange for handling by the carriers* 

Mill follow up on Hhipsents to sacure aaweditious asowsect# aid 


Mill osrtlfy carritrs* bills. 
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GPB will brief the traveler on all 


details jertalntag to these iters#, will assist the traveler in cceat- 


pleting necessary ferae, and will arrange for pick-up and delivery 


of thews iteas* 


d, Cable* . 

CD SSSS&SSi* table# will be p r epar ed by CPB and delivered to 
the appropriate releasing division, 

(t) Streets, ESA cables will be prepared by P® and delivered to the 
appropriate releasing division, 

e. Bsfaads, C3PB will handle the return of unused tickets following the 
as# procedures and using the sane fbrsts as are presently being used 
by m» 


k* tmtm W mmwmiTQM* As a result of a study conducted by O&M Service 
(staff stud/ dated 2-6-53) the following workload data was secured* 
Average monthly workload 
Average mn-dayn per south (Pi© & CIS) , , * 

Cases per mn-d#y, • . , 


a * » • a e » # *■■#.##*♦ • * 


.# * #. * # 


• t # * 


• sees * * * e 




Based on this notorial it was iwconaeaded that a fA 5 of [ be established 
for the complete travel processing function { including sMpaasnfc of effects). 
Ibis would pwradi the ase^a pii s h aerfc of a peak load of owar l l eases per 


She following proposed ?/b ! « are based on the iwoMnindsd total sf| | 
positions j 

a. Central Procsssiiig Branch, Travel Section 

Chief of Section (Srunsportation Officer) 1 

1 1 

Assistant Cbdef of Section (Tranaportstlon 
Officer) l \ ' 1 
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direotiwe contained in the km/k** ass© of 8 my 
p-steW, t*™***^ of t&e detailed !f/0# 
b # Appro**! of the distribution of duties as iwosidsd bjr Section 5 

ItfNSfe 

e. Appre*»l of the attached delegation of authority Aw the 
of Xftgtstlftft to the FeraonoA Office* 
d* All&wklm of ®»e® to peraii the CPI to eecostaodate additional 


®* Transfer of certain personnel fro® to Cl®* 
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6* WFWtIM DATE. Dae to the present, apace situation* It is roeoasaended 
that laplmentatlon of this proposal be made effective with the a sail- 
ability of additional spaoe for CPS* It is ejected that this will ooear 
before 11 July 1951* However, if arrange -w-nts could be sade for addi- 
tional space pending the general mm expected to occur in July, this 
proposal could be iaplers»nfced at as earlier date* 



sa^pei 
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Mm&a tax* Director fbr Per senna! 

AcfeHag Chief of Log Isties 
Delegation of Authorl^r 

1. Pursuant to the basic delegation of authority from DC l to the Chief, 
Dromroment and Jhipply Office, dated 1 DeeeAer 1^0, authority is delegated 
t« the Chief and Assistant Chief of the Travel Section, Central Processing 
JUmnch, and to the Chief of that Branch, a# fbllcwsi 

a« Procurosmot of transportati on fbr Agency employe** performing 
of ficial travel, including transfers from one official station to 
another, teagwrary duty travel, and travel to and from overseas posts, 

0, Al l owance* in excess of lowest first-eUaa rate for the facility 
need «h«n the lowest first-class accomodations are not available, use 
of offi^artmenta or other accomodation® retired for purposes of security, 
and the use of extra-fare trains and airplanes, share appropriate, 

2, The exercise of this authority shall bo subject to the issuance of 
properly authenticated travel orders la accordant with Agency Regulations. 

3* transportation p ro e a re d u nd er this authority shall be in accordance 
with applicable laws , rules, and regulations, including the Standardised 
Government Travel degulatloo* • 


A. A, S, 


#\ 
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